
The Change Order forms C-100, C-101 and C-102 should be created 
using PDBS. Instructions on entering this information into PDBS are 
attached.  The old C-101 and C-102 are also currently available on the 
web for your convenience but the information must also be entered into 
PDBS and the forms should be generated there.

Electronic Change Orders were created to minimize the user input 
required by PDBS, minimize calculation/entry errors, and provide auto-
completion of forms. 

Once the change order has been approved, PDBS will add or modify bid 
items within Project Acctg., DBE commitment changes in Civil Rights, 
and update Utility agreements . Forms can be printed and circulated for 
signatures. Hard copies and Original signatures are still required for our 
files.

Electronic Change Orders



Start process by Right clicking on the Change Order folder and selecting ‘New’.



Select Change Order Type

Select Change Order type…Contractor or Utility Company



Initial Entry Screen

New data window..Must enter Description, Group/Alpha/Origin Codes, 
Basis of Payment and Save. If extending contract time, add it now if 

possible.



Initial Entry Screen with 
Required data

New data window..Required fields; Description, 
Group/Alpha/Origin Codes, Basis of Payment. Save 

or click ‘Change Order Form’.



Create C-100 from this screen.



Adding an New Detail

Add Detail box..Select Yes to add an existing Detail. Select No to add New Detail



Add Existing Detail

Add Existing Detail…select from dropdown.



Add Detail popup

Add New Detail window..Select Description…add Extended Description..click OK.



Add New Item

Add new item popup…Select Yes to add existing and no to add a new item from 
Standard or Unique item lists.



Add New Item popup

Add item from Standard list…click on Search. Or, select Unique Item and 
search Unique item table.



Item Lookup Table

Item lookup table…add one item at a time. 
Future enhancement will allow for selection of multiple items.



Add New Item - Surveying

Add item –Description, unit price, quantity, Unit of Measure.



C-100 with New Item

New item is added to Change Order..note original quantity is ‘0’. Quantity Change +/-
shows revision to be made.



Adding Existing Item

Adding an existing item…select from dropdown list.



Existing Item – Enter Quantity 
change

Enter Changed Quantity +/-. This is how much you want to change the current 
quantity. Do not include Current Quantity here.



Screen view with new items

Completed change order items…ready for viewing/printing. 
Click on the C100 Change Order Button



C-100 Form – Top Section

View and print the C-100 from here.



Create the C-101 from here.



C-101

Before any approval dates will be saved, the ‘Reason for Change Order’ and ‘Proj. Eng.’s Cost 
Analysis’ sections must have entries. Save Changes, Click on View C101 to print.



C-102

The C-102 is created using Word. Double click in this box to 
open Word application. Once opened you can copy a 
document or create a new one  and update file to this 

window. Use the Zoom buttons to view text.



Data Entry – Signoff 
Dates/Approval

Signatures required for Approval is based on the dollar value of the Change order, 
Basis of Payment, Stewardship, Participation, and local government involvement.



RCS Final Approval Warning

Final Change Order Approval invokes the creation of records in other subsystems
in PDBS and can not be undone.



Project Accounting Ledger 
Window

Once the final approval is given… the two pay item adjustments are 
automatically loaded into Project Accounting.



Spec Change/Time Extension

Assigned negative numbers and have zero dollar 
amount.

Do not show up in Project Accounting Ledger

Time Extensions by Change Order (once 
approved) update the current month of Progress 
Report.



A  separate Change Order is not required for Spec changes or time charges. 
Before creating Change Order Form, select ‘Specification Change’ from Basis of 
Payment. If a Contract Time Extension is needed, enter number of days and 
SAVE.



1.) To add a Spec Change or Time Extension Detail, Select ‘Add Detail’, then select 
‘No’



Select Detail from Dropdown, Add Extended Description



New Detail with Extended Descriptions



Select ‘Unique’ and click on  ‘Search’.



Select item from list



Add Spec change detail

Modify Description as needed. Select ‘OK’.  DO NOT ENTER UNIT PRICE, 
UNIT OF MEASURE OR QUANTITY. ( If you select an item with  unit of 
measure; ‘Lump’ a quantity of ‘1’ is required)



Item is added to Change Order with a $0.00 dollar amount.



Add Time Extension Item

Modify Description as needed. Select ‘OK’.  DO NOT ENTER UNIT PRICE, UNIT 
OF MEASURE OR QUANTITY.



Item is added to Change Order with a $0.00 dollar amount.



C-100 with items



Questions??



DBE Change Orders



DBE CHANGE ORDERS

Original 
Commitment 

will 
automatically 
load when you 

select a 
committed 

item.

To modify a DBE commitment, add the committed item(s) using the ‘Add Item’ button. 
The Subcontractor and his commitment will load into the bottom window.



DBE CHANGE ORDERS

Leave field 
at 0.00 if 

DBE change 
only

Add 
commitment 

change in 
this window. 
Here we are 

adding 
$7100.00 to 
committed 

item for 
Chatfield 

Const.

Right click in screen to 
Add, Delete, a new 

entry or to change ‘Race 
Neutral/Race Conscious 

participation.

If the item change is a DBE change only (do not want it to affect 
Proj. Acctg.), do not enter a Change Quantity. Right click in 

bottom screen to change the commitment.



Modified Civil Rights 
Commitment Window

Modified 
item from 
Change 
Order

Once the Change Order’s final approval is entered, the DBE commitment window is updated.



DBE Change to Subcontracts 
Data Entry window

Modified 
item from 
Change 
Order

DBE Items modified by Change order are updated here also.



Questions



Utility Change Orders



Create Utility change order

SELECT UTILITY AGREEMENT REQUIRING A CHANGE ORDER.



UTILITY CHANGE ORDER WINDOW.

Utility Change Orders



Agmt. # is from 
Data 

Entry/Utility 
Agreements

Original Agmt. 
Amt. is from 

Data 
Entry/Utility 
Agreements

This should be 
specific to 
Utility Co.

To help identify 
this as a Utility 
Change Order.

DIFFERENCES WITH THE UTILITY C-100



Once CO 
Approved, 
system will 
update this 

field.

ONCE C.O. IS APPROVED, THE AGREEMENT AUTHORIZED AMOUNT IS UPDATED.


